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'RECORDS MANAGEMENT AND CONTROLS : 3 _
' f . Application Number
APPLICATION FOR . £ ' :

—— i e e

Apphcat:on Date

Record Series Title:

Court Case Files

ltem number to be amended: 12 | Telephone No. 656-3025

Reads as follows:

Amended 1o read:

Reason for change:

AUTHORITY

Chief, Records Management and Contr

Cut off files at end of each Calendar Year. Hold in
the current files area 7 years; then transfer to State
Records Center; hold Y4 years; then destroy.

inactive
Cut off /files at end of each Calendar Year. Hold in
the current files area 2 years; then transfer to State
Records Center; hold 5 years; then destroy.

Need additional space in current files area.

: 7 =~ ' ‘ ' ‘
Divigfon Di(ectof/Designee: /"';;b, 22, Date 4“"' Qﬂgf/ ——

Records Management Officer (RM&C): jsz ) = A ./) ___ Date éf 28 f%

ESA Director:

Up o 25

Date _Z —7 ; —‘f/

‘ii T Date __é’é?:_e‘%__——

State Audutor/DesugneeA ' / Date_2° ," 3’ - ?‘f

@ .
Secretary of State/Desngnee . . ' Date_.c/l' (’L/ ?L/

. /
Attorney General/Designee: 7____ B Dat

ESA-143 (R-5/82)

. /
AMENOMENT TO RECORDS RETENTION SCHEDULE ——
T T T T T T T T Y kon STATE RECORDS MANAGEMENT DIVISION USE
June 27’ 198)4 Date Recelved Application No. Date Completed
JUL2 Y16 7B-323-A
‘AUB 7 w83
78-323 Suberior & State . Person to Contact: Jan W. “James
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APPLICATION FOR'RECORDS RETENTION .'./iC EDULE OFFICE OF THE SECRETARY OF STATE

RECORDS MANAGEMENT DIVISION

DEPARTMENT OF ARCHIVES AND HISTORY

INSTRUCTIONS: See liublidatic!n No. 76—RM—1 for instructions on completing this form. Forward signed ongl'nal to

Department of Archives and Hlstory, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334

Attention: Scheduling Section. . S » P }.;
| FOR AGENCY USE | 1. Agency Address’ : ' ' FOR RECORDS MANAGEMENT usE
. Application Date Georgla Department of Labor Application Number - -
1 11-22-78 ' -Employment Security Agency 78 3 2 3
i| Astication Number T © 296 State Labor Building Date Recsived Date Complated ,
| - Atlanta, Georgia 30334 _ NOV 30 1978 [DEC - 6 1978
| 2. Person to Contact B Workmg Title Telephone Number

H

i Sam C, McCutchen General Counsel 1 656-3025
’;{3 Action Requested ,

1 8 @ Estabusn Retention Schedule; secord will continue to accumulate

§ b.,. O Dispose of present accumulation; no further accumulation anticipated.

. ‘:-

1 c¢. 0O Amend Application No. = Chack One: [0 Change; a Supercede; O Void - s e
] 4. Dates of Series 5. Records Series Title (followed by title used in office; if different) . »
Earliest ~—  Latest )
1940 | 1969 Superior and State Court Case Files - -
|18 Dwmon lnd Offiee Functson . Whatis the functlon of the Dwmon and tha Office | in whuch thls record series is created? o
j Legal Section Provides all needed legal services in’ the collectloh‘

i of unemployment compensation taxes. Advises the
: . Commissioner of Labor and Director of Employment
Securlty Agency - all legal matters

1

7. Record Series Description This file contains the followmg documents (mclude form numbers and tftles if any):
- Attach samples of the file.
Documents relating to: Maintaining case files re 1at1ng to accusations,

liabilities, garnishments, interventions, etc.

Included are: Individual- folders for each case containing
- Statements of Account, correspondence, Court
Orders, and other related documents.

File is arranged: _ —”Chrohdfoglcailyhby year case closed thereunder'ﬁ;}
PR Ya e alphabetlcally by name of employertor cl’a:.mant -3

8. Monthlv Raferenoa Rats - How often are records referred to which are: }

Oneto’six monthsold _L°_ 5 .. ;" Seven to “twelve months old __2___ Thirteen to twenty- four months old —_
twenty- -five months and older __L__? - . 4 , _ oL

e -
' 5 i .
T B fo + i

9, Annual Rate of Accumulation of Records

Letter-size drawers —_T; Legal-size drawers .3 i Shelves . .y Oth;,, {specity)
e R Lo ‘-3 - : RN S i B4 REErE d
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Pres]no |10 Questnqn_qairai (Place an X 1n the proper column) * L e e

W4 N Hg,if not. where isit?. -t ) o . -

. Is this the official copy of the serles? S I I L ",;:i;

s b. Does the series contain co@fldentlal mformanon requmng security handhng? If yes, cite law or reguiation.
x | ﬂ,__;.. Ga. :Code Ann. 54-63 -

L s thlsa vitatrecord? . L3

-

d Does this series have historical or tong term. research valye? ‘ ;

e. When one or two documents in the file make it necessary to keep the entire file for a Iong period, could these - =

f.__lme infor_rnatmn %ontained in this sgummummg_d_z._l,,xﬁdnach copyv, ] SR

L s Trre mformat:on contalned in this series ever analvzed and/or recorded in a summarized report?,

x |.

X

| x| __ documents be scheduled seéparately? : I t T
X 1

Xt j_vesLmachQvL_ P

. Isthere a duplication of this series in your office, or in another offlce or ‘agency?

H 1 [

_ ;_.-Jf ves.where? partial duplication in Dept. of Law T,

x L. 4_lsthis series for a majar portion of it! reqularly microfilmed? . —

___,mmxml i._Does the record series result in a computer printout? ) o
11. Retention Requiremants .The following requnres the serles to be kept C

- .

P

¢. Federal law M s . years. =+ {. Federal retention instruction

[

Attach copv or excert of laws or regulations.’ Exp!am administrative neecf Dl i ok

Administrative refefence need for file 1f property found for satlsfylng
tax dellnquency ESA Law 7 years . - ... - . . : S =

SN VTS R R e T S O ] =

a. State Law — oo 1 _years. - d. Audit perlod N ‘ . years!
~ b. Statute of limitation _ © .. 18T .. o vears” . & 8 Administrative need | A—f T 11 " years.”

ST s S . U A T T -

[12. Approved Dlsposmon !nstructions . This 'a‘ggr_:d\)'rejcomiﬁéhdgth;t“ the file se_f_ifes be cut off at the end of each:
5 B Calendar Year: O Fiscal Year; T1 Other , then,

—_—..month{s) .7 _ . _ vyearis); then
year(s); then

& Hold in the current files area
O Transfer to local holding area; hold . .

Transfer to Stute Records Center; hold —_.4...____year(s); then destroy
B Destroy.
O Transfer to State Archives for permanent retention.

- O Other {Specify)

ﬁeeprds Management Officer (Signature) Date

e @ lonel! 2778

T W _h .. // .. Stats Reoords Commmee [Signature) .+ . Date.

Recommendations i para- T ) i - : -
graph 12 are approved. _
(f disspproved, attach letter
of explanation.) -

l12.-4 -

78|

/2 d-

Attornev General/Designee

Py " T o — - T .

21

—50—71; Rev. 76




